U.S. COURTS
DISTRICT OF IDAHO

DISTRICT VERSION 3.1 (san 2008)
BANKRUPTCY VERSION 3.2 (oct 2008)

Cross - Document Hyperlinks

CM/ECF users can file PDF documents that include hyperlinks to:

v

v

previously filed documents in the same case.

previously filed documents in other cases that reside in
our District's CM/ECF database.

previously filed documents in cases that reside in
other court’s CM/ECF databases.

documents being filed as attachments to your current filing
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Hyperlinking Highlights:

* Cross-Document Hyperlinks applies only to documents
associated with CM/ECF docket entries.

* Hyperlinks may link to the start of a document, or to a specific
page in the document.

» Users can file main documents that include hyperlinks to
attached documents that are part of the same docketing
transaction.

* Hyperlinks to CM/ECF documents are retained as long as the
case remains in the primary CM/ECF database.

* Hyperlinks to restricted documents are not accessible unless
users have appropriate permissions. So linking to sealed
documents may be beneficial to the court but not accessible to
outside users

* Any documents that includes a hyperlink must also include the
standard citation to the hyperlinked material. The hyperlink is a
convenience, not a citation replacement.

+ CM/ECF does not verify the hyperlinks within the documents.
Therefore, they must be correct or they will not work.

* Cross-Document Hyperlink functionality works with
WordPerfect 11 or higher, and Word 2002 or higher.

U.S. Courts, District of Idaho December 2007
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CREATE HYPERLINKS TO PREVIOUSLY FILED DOCUMENTS

(USING WORDPERFECT)

Note: This applies to documents filed in our ECF database or

documents electronically filed in another court's ECF database.

STEP 1 Run the Docket Report for the case that contains the document to be

linked.

(Any CM/ECEF report that contains document links may be used.)

STEP 2 Locate the document.

STEP 3 Copy the URL of the document:

1.

Date Filed
0226f2007
Q24262007

05/01/2007
05/02/2007

06/19/2007
061182007
082142007

oROZf2007
OH162007
O7i16f2007

A\ .

Place the mouse cursor over the document link
(not the silver-ball NEF link) and right click.

Select Copy Shortcut (/nternet Explorer/Netscape)
OR
Copy Link Location (Firefox)

# Docket Text

3} COMPLATNT against Mouse & Co., fled by H &

\¥2  NOTICE of Hearmg Attormey Appoimtment Hearing
Honorable Mikel H Williams. (caused to be maled
on the Meotice of Electrone Filing (WNEF) by £ )

B3 | MOTION to Disrmiss by Mouse & Co. Responses
. gl;e"l;“‘ T FRE & Co againstH &

ants at the address

Cipen in Mew Window
Save Target As...
Print Target

¥ | g

nick Fleres for Hoar
* o H and H Responses
. Copty Shorbout :
F Heanng zet for 6/2
e matled to non Eeg
Add to Favorites. ., ) by pf. )
2 Corrvert link target to Adobe PDF
£ Corwert lirk, target to existing PDF e E MOTION &
WBE  Properties and H. Eesponze:

\#9  ORDER granting 5 Motion to Reopen Case. Signet

Users should NOT copy hyperlinks from Notices of
Electronic Filing.

Court Users MUST hyperlink to documents through the
court’s external website.

U.S. Courts, District of Idaho

December 2007
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STEP 4 Open WordPerfect and locate the document to which the hyperlink
should be added.

. Select and highlight the appropriate text to be hyperlinked,
such as “Test document” shown in the image below.

. Click Tools on the menu toolbar.

. Select Hyperlink from the drop-down list.

jle Edit Wiew Insert Format Table Window  Help
S HS I BR v -| Spell Checker...  Chrl+F1 iz esEiem@me B L

i Grammatik. .. AR+SHIFHEL gt cunnyms, antonyms, definition
dl j B Thesaurus. .. &le+F1 examples For a ward

Dictionary...  Al+CErHFL - Alk-+HFL

QuickCarrect, .,

Quickiards, .,

Proofread »
Language 4

Macro » UNITED STATES DIS

Template Macro r

Wisual Basic » D |STR|CT D F

Address Book. .,

Merge. .. Shift+F3
Sort... Alk+Fa
Highlight 3
flign and Distribute. .. aintiff.

Hyperlink, ..

| |
L= pm o gy | Ty

Reference r
efendant.

Settings. .. alk+F12

L L S

Test document

U.S. Courts, District of Idaho December 2007
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STEP 5 Next, the Hyperlink Properties dialog box appears.
. Click in the Document/Macro field.

. Right Click and Paste the URL of the document copied
in Step 1 into the Document/Macro field.

. Click the OK button.

Hyperlink Properties

Defing links to ather documents ar boakmarks in thiz or ather docurmentz, Or, define a
macr to be executed when the uzer clicks an the link,

Docurment/t acro; https.:h"ec:f.-test.idﬂ.ﬁscnurts.gnv;’d.nn:Ea"DES 1 Browse'Web..

Boakrark: -

Target frame;

k. Cancel Help

STEP 6 Save your document

U.S. Courts, District of Idaho December 2007
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STEP 7

The next step is to convert the WordPerfect document to PDF
format.

. Click File on the menu toolbar.

. Select Publish to PDF.

S Edit

Wiew Insert Format Table Tools ‘Window Help

[y Mew Chrl+M A2 E@ iR o i q
Mew From Project...  Chrl4+Shift+M = - =
Jari Open. ., Chrho I U~ E -~ AE - <None> | Bhnaby. | e
T Close Chrl+F4
Save Ctr+3
Dave 85, ra
Properties...
Signature ]
Packment n UNITED STATES D
Page Setup...
Prink. .. Ctrl+P DISTRICT C

Send To

Cross

wpw|

It

Errar

L o | LT I v I

Exit

Prink Preview
Publish ko HTML...
Publish ta POF. .. Publish the current documient as a (.PDF) File |

Mewy XML D .
e ocumen Elmer Fudd

brrief vapd
DionotR.equest_KellySchilz,wpd Donald Duck

Docket_Sheet_Report.wpd
2 Stasklist,wpd

errormessagez, wpd

Flaintiff .
_Doc_Hyvperlinks1 wpd WS,

R bk Defendant.
_ Do _Hywperlintke, wpnd

R P S S

message.wpd Test document

Alt-+F4

STEP 8

Electronically file your PDF document as usual.

U.S. Courts, District of Idaho December 2007
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Complete Steps 1 through 4 as instructed above.

STEP 5

Next, the Hyperlink Properties dialog box appears.

Click in the Document/Macro field.

Right Click and Paste the URL of the document copied

in Step 1 into the Document/Macro field.

Using the arrow keys, advance your cursor to the end of

the URL line.

Type “?page=“ and insert the page number you wish
the hyperlink to directly go to. (This applies to Word

document hyperlinks as well. )

Click the OK button.

Hyperlink Properties

Defing links to other documents or bookmarks in this or other documents. Or, define a
macro to be executed when the user clicks on the link.

Document /i acro: ih@;;e_cf-test.id-EI_.uscuurts.gD\-’a"dDCEa"DES |=_'| Browse Web... !

Bookmark: | =

Target frame: |

] % I Cancel Help

Complete Steps 6 through 8 as stated above.

Do not “print” a document to a PDF Writer. The hyperlinking will fail.

“Publish to PDF...” must be used if a document contains a hyperlink.

For accessing a document hyperlink, review the PACER Billing

Scenarios section (Page 15).

U.S. Courts, District of Idaho

December 2007
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CREATE HYPERLINKS BETWEEN DOCUMENTS
FILED IN THE SAME EVENT
(USING WORDPERFECT)

It is possible to hyperlink two or more documents that are to be filed in the same
event even before those documents are filed in CM/ECF

STEP 1 Using WordPerfect, create the attachment document to which the
main document will be hyperlinked to.

STEP 2 Save the document.
STEP 3 Publish the attachment document to PDF. (See STEP 7 above.)

STEP 4 Create and save the main WordPerfect document. (The document
that will have the hyperlink to the attachment document.)

STEP 5 Open the main WordPerfect document.
. Select the text to be displayed as a hyperlink.
. Click Tools on the menu toolbar.
. Select Hyperlink from the drop-down selection.

STEP 6 Displayed next is the Hyperlink Properties dialog box. Click the
Folder icon located to the right of the Document/Macro field.

Hyperlink Properties

Cefine linkz to other documents or bookmarkz in thig or other documents, Or, define a
macra to be executed when the uzer clicks on the link.

Daocumenttacra; https:a"a"ecf-test.idd.usn::u:uurts.gnvfducEfD@Bmwse "Web. ., |

Baoakmark: -

T arget frame;

ak. Cancel Help

U.S. Courts, District of Idaho December 2007
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STEP 7 Navigate to the file location that contains the secondary document
(attachment document) to be linked

. Highlight the file name.
. Click the Select button.

. Click OK on the Hyperlink Properties dialog box.

Define linkz to other documents or bookmarks in thiz or other documents. Or, define a
macro to be executed when the user clicks on the link.

Cocurnent/Macro: | <current docurent: B Browse Web...

Bookmark: - |

% Select File - F:\CM-ECFXTRAINING\Demo-Docs\cV | [8][5X]

File Edit ‘iew Toaols Favarites Help
e % | 08 X = | EE- G- | 5
Look in: Ij i - T

Target frame:

CChy

] Llarn, )

B affidavit. pof

m-@-@-m L

= |brief.pdf
brief.wpd
. Complaint, pdf

bf Comolaint wod A
s 3 (€ | >
File ramne: | affidavit pf El
File type: &l Files +| Last modiied: |4y Tim ] Cloze

Fird Mo Advanced.. Mew Search

| Note: The file selected to be linked must be in .pdf format. I

STEP 8 Save the main WordPerfect document.

STEP 9 Publish the document to PDF. (See STEP 7 in the Creating
Hyperlinks to Previously filed Document section.)

STEP 10 Electronically file your PDF document as usual.

U.S. Courts, District of Idaho December 2007
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Complete Steps 1 through 3 as instructed in WordPerfect version.

STEP 4 Open Word and locate the document to which the hyperlink should
be added.

. Select and highlight the appropriate text to be hyperlinked,
such as “Test Document” shown in the demonstration below.

. Click Insert on the menu toolbar.

. Select Hyperlink from the drop-down list or Ctrl+K

]EI|B Edit WiewW | Insert Fofmat Tools Table Mindow Help Adobe PDF
]Dg,ﬁ| Break.) oo -l @O e -7 2 - Arial
% ﬁ J.@J Page Mumbers.,

Date and Time..
AukoTexk
Field. ..
Symbal. .,
e

Jk

Fooknate...
Caption. ..
Lt UNITED STATES DISTRICT C¢
Index and Tables. ..
Picture » DISTRICT OF IDAHO
Text Box
File...
_th'te'-_:t. i

Defendant.

2 ] Elmer Eudd i
= & Hyperlink...  Crrl+k Flaintiff. ) Case Mo
: VE. )
e i BRIEF IN 3
3 Donald Duck J RESFPOMSE
)
)

I

-3 I

Test Document]

U.S. Courts, District of Idaho December 2007
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STEP 5 Next, the Insert Hyperlink window opens.

Click in the Link to field.

Ctrl+v to Paste the URL of the document copied in Step 1

into the Link to field.

If you wish to link directly to a specific page within the
document that is being hyperlinked, at the end of the URL

insert “?page="  and the page number

Click the OK button.

Limk ko

Text bo display: |Test Document

||‘Itt|35:,I',I'BCf-tESt.idd.LISCDLIrtS.gDV,I'dDE2,I'E|63D15D49

l__L [ Hgl.

https: | fecf-test.idd . uscourks, govdocz /06301504
B Recent https:/fecf-test.idd.uscourts, gov)cgi-binfDkER k.|
Files httpef 156, 128.4. 233 docs/DC03 10ECFrn, pdf
htkps: ffecf-test.idd. uscourks, gov/cgi-bin/DkERpE. |
Erowsed  |http: v, google.canm)
Pages i, nampacivicenter . com
hikkpe e, gy, com)
Inserted hkkp: v, myshps, com/
: W, OYC,COM
ol bk e, ebay , com) LJ

]

ScreenTip, ..

Browse for:

Eile... -
‘ieb Page. ..

Bookmark. ..

Zancel

STEP 6 Save your document and Close your document. Your WORD
document has to be closed for the conversion to PDF and the
hyperlinks to remain in your document to function.

U.S. Courts, District of Idaho

December 2007
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STEP 7 To convert the Word document to a PDF format, the Adobe
Acrobat application must be used.

Open your Adobe Acrobat application.

. Click on FILE from the main menu
. Place your mouse over Create PDF and
. Select From File... from the menu

B Adobe Acrobat Professional

&8 Edit  View Document Comments Forms  Tocls  Advanced  Mindow  Help

|.__ CIPE, .. Chr+0 ]@ Start Meeting -~ ’ﬁ Secure ¥ ﬂ £
|
[

Organizer
I il._ == Sk | "L LY W B, - RS — ..I.:..:'..l.
' Create PDE [ FromEie...

.f.}l Combine Files...

rom Multiple Files. ..

1 : 1_

| L1 Start Meeting. .. | 5 From Scanner...

| 1

5 — &, From web Page... Shift+CEl+O

| " . E@Frnmgipbnardlmage

| v 3 Certifled Docoment INE-_-I From Elank Page

. :EI Export »

U.S. Courts, District of Idaho December 2007



CM/ECF District Court Cross - Document Hyperlinks - Page 13

STEP 8 Navigate to the file location that contains the Word document to
be converted to PDF.

. Highlight the file name.
. Click the Open button.
Open E

Look in: | 23 311 ¥ O xR E
A ii:lnttornev |ﬂ hyperlink3.ipg VS_lFeatures[l].ppt
! ia iijDurt -';'hyperlinkS.de
My Recent | & ]~ftest.doc |57 byperlinkd.jng
Documerts !li_j Docd.jpg T hyperlinks pdf
= |t Doc4,pdf L}‘*] hyperlinkS.jpg
@ !Li_“] Docs.jpg T hyperlinks, pdf
Desktop !-_ Docs.pdf Ej hyperlinks. jpg
!,!_';] Docé. jpg - hyperlinks. pdf @
|7 Doce.pdf @testl doc
.’j IZDncumenH.de test1.pdf
|55 hyperlinki.jng il kest.dor
i Rowmete .-; hyperlinkl . pdf = test pof Type: Microsoft Word Document
B hyperlinkz. dac Thumbs.db File: Size: 19 KB
o = : Madified:11/15/2007 12:00 PM
: "! %] yperlinkz.jng Tawa_1_Mew_WPD exe ediEd gL
ﬁ.\; T.hyperlinkz.pdf t-'«-'S_lFeatures[l].pdf
by Computer
‘;— File narne: Etest.doc A i [ Open ]
My Metwark | Files of tpe: [ & Fites (=7 - I | Cancal |
. Acrobat will open a series of windows as the document is

converted. When the conversion is completed, the
document will be displaced in an Adobe Acrobat window.
(Note: The hyperlink is converted automatically. )

STEP 9 SAVE the PDF document. Respond Yes to the save changes
message.

STEP 10 Electronically file your PDF document as usual.

U.S. Courts, District of Idaho December 2007
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CREATE HYPERLINKS BETWEEN DOCUMENTS
FILED IN THE SAME EVENT
(USING WORD 2003)

It is possible to hyperlink two or more documents that are to be filed in the same
event even before those documents are filed in CM/ECF

STEP 1 Using Word, create the secondary document to which the main
document will be hyperlinked to.

STEP 2 Save the document and convert the document to PDF. Important
note that the document you hyperlink to must already by in PDF
format.

STEP 3 Create and save the main Word document. (The document that will

have the hyperlink to the attachment document.)
STEP 4 Open the main Word document.
. Select the text in the main document that will be displayed as
the hyperlink. Click Insert on the toolbar and select

Hyperlink from the drop down selection list.

. Follow Steps through 9 listed above.

Notes:
J This applies to documents filed in our ECF database or documents
electronically filed in other court's ECF databases.

. For accessing a document hyperlink, review the PACER Billing Scenarios
section (Page 15).

. See Page 6 for discussion on linking to specific pages within a document.

STEP 10 Electronically file your PDF document as usual. Remember to attach
the secondary PDF that is hyperlinked to the main document.

U.S. Courts, District of Idaho December 2007
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CREATE HYPERLINKS TO PREVIOUSLY FILED DOCUMENTS
(USING WORD 2007)

Complete Steps 1 through 3 as instructed in WordPerfect version.

STEP 4 Open Word and locate the document to which the hyperlink should
be added.

. Select and highlight the appropriate text to be hyperlinked,
such as “Test Document” shown in the demonstration below.

. Click Insert on the top tab toolbar.

. Select Hyperlink (or Ctrl+K) and Click.

|! O =9 - =) * response.dock - Microsaft Word -
et Home Insert %ycut References Mailings Review View Acrobat

|£] Cover Page ~ :'I =g _jJ Shapes = | i, Hyperiink =S| Header ~ [A=] 2] Quick Parts ~ [~ TT Equation ~

_] Blank Page B B cnanart & Bookmark g Foater - L Wordat ~ 5} €2 Ssymbol -
= Table | Picure Clip . Tedt -
¥=, Page Break - At @l Chart ['#) Cross-reference || [+] Page Number~ | gox- 25 b -

Pages Tables Tlustrations Links Header & Footer Text Symbols

UNITED STATES DISTRICT COURT
DISTRICT OF IDAHO

Elmer Fudd )
Plamnff. ) Case No -
vs )
) RESPONSE TO MOTION
Donald Duck ) TO COMPEL DISCOVERY

Test document

STEP 5 Save your document. In WORD 2007, you may convert your
document to PDF and the hyperlinks will remain in your document.

U.S. Courts, District of Idaho December 2007
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STEP 6

. Click in the Address field.

. Ctri+v

into the Link to field.

Next, the Insert Hyperlink window opens.

to Paste the URL of the document copied in Step 1

. If you wish to link directly to a specific page within the
document that is being hyperlinked, at the end of the URL

insert “?page="

and the page

. Click the OK button.

Insert Hyperlink

number

Link to: Text to display: iTest document | ScreenTip. ..
| - |
iC) Look in: o ~| |ch =
Ezxisting File or | | .
WWeb Page B nodsponse, doc A Bolliarkic ]
'.;grlgent rodsponse. wpd
HORE = affidavie. pdf Target Frame. ..,
Place in This E affidavit. wpd =
Docurment Browsed || brief.pdF
Pages | [ brief.upd
g T brief2, pdf
-
Create Mew Recent _—r_".- erEFS'de
Docurnent Files - brief4,pdf
=% Complaint. pdf o
5_1 +ddre_ss: |htt|:ns:,|',|'ecF-test.il:Il:I.uscaurts.gav,l'dacZ,l’DEuSEllSBSS Vl |
E—mail.nddress
’_ (0.4 ] I Cancel
December 2007
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STEP 7 To Save your WORD document to PDF, Click on the Acrobat tab

on the top menu bar.

[I,L'..,\ H9-0F) - response.docy - Microsoft Word
T
Hame Insert | Page Layout References Mailings Review View
|£] Cover Page ~ j — | EE JJJ Shapes %H}rperlink 5| Header 1 2l QuickParts = |3~
e Pl |

|_] Blank Page ; o :-.!SmartArt A& Bookmark ﬂ Footer = .ﬂWordﬁrt' j?)
= Table || Picure Clip -

= Page Break - At i Chart [ Crass-reference || |<] Page Number ~ Box ASpropCap- Mg

Pages Tables Tustrations Links Header & Footer Text

TC Equation ~
€2 symbaol =

Symbols

. Click [Create PDF] button from the menu and SAVE your PDF.

H r -,\ H2-020 )+ response.docx - Microsoft Word i i 4
—/ Home Insert Page Layout References Mailings Rewiew View Acrubat/ '&5
- o= )8 Lulid - =y
& |B @ e @ ] el
Create Prfferences Create and Iail Create and S5end  Acrobat Start
PDF Attach to Email Merge For Review Comments = || Meeting
I;reate Adaobe POF Create and Email Re.\r.if\j\r.And Comment Conned
Vs ) <
) RESPONSE TO MOTION
Donald Duck ) TO COMPEL DISCOVERY
Test document
STEP 8 Electronically file your PDF document as usual.
December 2007
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PACER Billing Scenarios
When Using Hylerlinks

. When a user accesses an ECF document through a hyperlink, they will be
prompted to enter their PACED login/password.

. When a user accesses a document for the first time via the Notice of
Electronic Filing (NEF), no fees are incurred for the newly filed document.
BUT, access to any hyperlinked document within the original document
will incur a fee.

. If the ECF user accesses a document through their e-mail, after the first
look, they will be charged for that look and any documents displayed
when using hyperlinks.

. If document filed in the same transaction contain hyperlinks to each other,
the free look is available from the document number hyperlink in the NEF
and not from the hyperlinks within the documents. A note should appear
on the document screen that warns the user of the PACER fee.

. If a user saves the original document and the hyperlinked document, they
hyperlinks still direct the user back to the PACER login for review of the
hyperlinked document. The hyperlink does not change locations to the
local file when downloaded from ECF.

U.S. Courts, District of Idaho December 2007



